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~ Gulef, Lontre:} Sraneh
¥ Ch i/ Deov— ORR.

tnder the generel dirsetion of tae Chief, requireremts apd Cortrol

DPivision, (BR, incuszbent sorves =s Chief of the (ontrol Bramck, the
OBR eouponent which opermter =3 the effiee of receipt, dissemination,
snd eontrel of all intelligrnee aml sdminisirative irformation Tlowing
into and out of (RR.

As Chief of ihe Control Trend:, ircumbent is respomsible fore

1. The develorment end control of the most off” elent gystes of
dissenination wit:in CRR of intelligence and sdrinistrative informstion
end materiels., This responsibi’ity involves performente of the follow-
ing functions:

2. Cloge smpervision of the OFR Reading Panel to asstre the
expeditious dissemingti-n of infermation in order of
precadence and in accordance with the 1-terests, roguire-
ments and responsibilities of the verious eozporerts of ORF,
1) Tae resolrtiom of all problems conewrning tre deter-

minstion of primery snd secondary Interests of BR
componerts in the various categories of intaﬁiw&
i{nforaatica.

2) advice end lnstraciion to Resding Pansl percoirel to
sssure their comstent femilierity with sxrent produce
ticn sctivities anfl the sttendant changes in require-
mante for informatior.

3) idvice ami assistance to CCD o ascure receirt from
that of"tce of 1l informetion eonsirtent with the
needs of JRR.

4) Close 1lisison with other divisions and brend os of (RE
to deterzine adegesey of the disseminstion s otem.
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2.

be

5.

- ™

Developrant and :maintenamce of eomplete regords and flles of

&strimtion, routing and dispesition of 211 intellience and sdniristre
tive materiale entering and lemving ORR, to provide cans of locmting
and traeing such ncterisl gt ary times

8. Close supervision of personmel regponsi le for recoiving
and dispatehing doouments, to sssure continwons {Jov to
reading panel and, scbsequently, from Beading Panc’ to
other (FR exrponenta,

be Congtont improvenent of reeording snd lopping methods in
order to nrovide the most efficlent pexvice to angivets
in locating eterials.

ORE member of the CIA Dorumert Procurement Cormittee:

&. Farticipates i tudgedary plamning and ‘v the estehlisiment
of policies apd prosedyres in the proctrement of foounents,

Supervision of the Services Sections

g. Providas for the disseminstion of meter sl reecived iu
respor se to specifie Infermation requirements of (IR
snalysts and saintaics record controls on the evalumtiom
of such materizl,

b. Im response te requerts from (RR apelysts, initiates actiox
for the procurement ¢f lean or retenticn doermernte from
sources withip and ogutside CIA, snd meinteirs reecrds
for the contrel of such material,

Service as ORR Tor Seorst Comtrol Officer and Registered

Doovments Officer:

a. Develpps apd inftiades -rocedures to epoure strict ot

plience within OF of CIA s2eurity rogvlations for the hendling of
doguments,
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6, Supervision of messengor service in areas ooctpled b I
8. Advice aad ossistanos %o OBR eonponents ir mattere concerne
ing the availa™lity of this servies for speeislivsd hendlig
of meterisl,
7. Servige as OBF Nogords Manageent Officer:
&, Advioc and msslisienoe to (BR components fz the dsternpetioa
of materials of reooed vealne,
b. Indtiztes proccldurcs far OBR participeticr in the Fital
Documents progren,
¢« Arrarges for alerefilaing of such uaterial and ite dispateh
te respositorios,
8. Participation in the OFR progrem for indectrisation of reu
personnel:
&, Agoures that sueh repsamel ere familiarized wif: ER
disaerinatior and soqdrition methods and vrocedirss.
9« Perforns related d:ties az recuired.
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